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1, Ar. of 30 Jareh 1553 m had £ total of individual: in 
process is the mtegprtes of clerk, clerk-typist, 
or secretary at p-edas Q&*3 throe# <£•£• Ac of the seas date, m 
had a total of 39? outstanding vaasMclea in the, ms& cctoiori «s, 
Thar® in attached a tabulation, % office* I’eflcctlag the Italia 
of otir pra«mt position* fern will note that the 20? people in 
process against the 11% { Interim / smigoEserdi ranch) when cleared 
and train*., will serro to reduce trie aurJbcr of Y*c*r>cieg \MA $ 
cm 30 Meantfi IS 53, stood at 327* 


2* For several weeks m have iad the re ' tiler cleriv 1 r©» 
crultaetit force of 11 man auysamtad ly 10 of the specials ed x-©~ 
cruitcurc* These 10 arc detailed to clerical recruiting fee" an 
incefinlta period In an attempt to take advantage of the seasonal 
availability of clerical prospects and to break the b a ck l o g of 
vacan c ies which he« existed far Use. Oar specialist re* 
cstdtaent will neceeearily lag for the newt few nee&hBj'tart to 
believe it were Important to attest to fill «wy possible cleri- 
cal vacancy ant build; up a reserve for the future* 
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3* rcrlng the la it six tads we have averaged 6? security 
initiations per week in the categories mnti<3®wi* Me foal m sen 
continue or better this average dwrini tao neat few weeks, to are 
continuing to maintain oar standard of demanding above avers*© 
lateUAteBca in clerical prospects* to are accepting typists whs 
can type at least JO words per idnuto as a prospect end <wn wfeon 
we will initiate security, but unless the individual car* imrsasa 
har spaed to i t least liO words per minute while lakCrgoiru Initial 
tsvdidsig wc are raaaalinlng euch lixULvlduala to either purely 
.«3i».r3js*l type posltlsca or clerical positions which require ehljr 
tmldaatel teowleif® of typing'# 

It* Present ©ourcoa of personnel being exploits' are a* follows* 
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a* « am corcertiatin' our efforts primarily at tbit? tine 
In high schools, business s©iK»ls, and colic., m offorJi. see* 
retarial science courses* ■ The local hi# schools are only 
nodarately productive bus to the keen ©^petition in Ha kashlt 
ton arm and the fact that aery agencies will offer paat-tia® 
ecplcyaeqt# huaiaee* schools aix colleges away from th 
politan &sm repinaoont w bust sources in this caterer,; 
ever; possible school is bclnr contacted on a ccmtimir*, 
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b. Sofflfi time ago we initiated the "Recommend a Friend* 
ppogetm. To date present CIA members have recomended al- 
most 5&0 individual®. Application papers are being obtained 
and interview* arranged and we anticipate the percentage 
acceptability will be fairly great in this group. 

e. Since 1 January 1953# over 12,000 contact letters have 
been mailed to possible clerical applicants, V’e obtain lists 
of high school graduates for the preceding four or five years 
and mud each of them a special clerical contact letter. Ve 
generate interest in five to ten percent of the list and we 
have found that we generally manage to accept approximately 
ten percent of those who evidence interest. 

d. All clerical recruitment officers are placing classi- 
fied newspaper advertisements in their areas of operation. The 
ads specify only "U» S. Government* interest since the Director 
of Security has consistently refused to agree to our indicating 
the possibility of overseas service. Because of this latter 
restriction the interest generated is only about half of what 
it would be were we permitted to indicate overseas possibilities. 

a* * Blind* placards advising the existence of clerical 
vacancies for the *G. 5. Government* are being placed in post 
offices, schools, USES offices and other likely locations. The 
recruiter fills in a phone number or location from which infor- 
mation can be obtained. 

f. Ve have consistently followed up on every announced 

B. 5. agency reduction in force in this area. The personnel and 
placement officers in releasing agencies have made an effort to 
funnel likely prospects into our channels and we .have been moder- 
ately successful in this field. Ve find, however, that the in- 
dividuals being released are generally overtraded and are not 
usually willing to wait for the required clearance in view of the 
availability of other jobs in the area not requiring such clearances. 
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g. Vie have established working relationships with tie major 
airlines whereby we are permitted to screen their application files 
of young: women who have applied for hostess positions. This has 
represented an excellent source primarily due to the high quality 
of applicants. Vie either dispatch a special contact letter or a 
night-le tter-tele gram to the ones in whom we are interested, to 
arrange for personal interview®. 

S* CIA Notice dated 5 July 1952 announced a plan of 

operation for the slotting of clerical appointments and for the train- 
ing which they must receive before entering on duty in a particular 
office. In brief, the plan provided for slotting all clerical applicants 




tTT^aLI 

Approved For Release 2001/05/10 : Cl^DP.f8i«iail8W(fe«fe001 60032-3 

- 3 - 

CONFIOENTIAl 

against the Interim Assignment Branch of the Personnel Office lather 
than slot tint individuals against specific office tables of organisa- 
tion* Because of the pressure on your office and this office for 
the direct slotting of individuals against office T/o *a this plan 
has not been fully operative. Just recently, however, the entire 
Wfr complex has asked this office to place the plan in complete 
operation for all its clerical vacancies. We would like to surest 
that following the same procedure with respect to all other offices 
of the Agency would result in a fairer distribution ©f cleared and 
trained clerical members. Presenting the matter at a meeting of 
all Assistant Directors might be an appropriate manner of obtaining 
their concurrences. 


W, H. H, MORRIS, JR, 
Assistant Director {Personnel} 


1 Attachment: 

Tab A * Statistics 
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